
A 2 month roadmap to organisation

Customer Onboarding Roadmap
onboarding success.

Onboarding 
Session #1
Overview of the Onboarding 
Process (60 minutes)

Stakeholders

Step 1
Provide overview of this 
roadmap to key 
stakeholders including:

• Community Manager
• Marketing and

Communications
Manager

• Systems Manager
• Admin Staff

Step 2
Establish fortnightly project 
control group, involving key 
driving staff.

Onboarding 
Session #2
App Design Workshop
(60 minutes)

Finance + Legal

Step 3
Sign Pluss Communities 
contract.

Step 4
Determine cost centre for 
licensing fees.

Set-up Pluss Communities 
in accounts payable.

Setup Stripe accounts for 
payments.

Onboarding 
Session #3
2-hour training

Brand + Marketing

Step 5
Supply branding assets to 
the Pluss Community 
Manager.

Step 6
Upload dummy content 
into Community Manager.

Step 7
Design store listing images 
using the Pluss Canva 
template.

Step 8
Submit app to Apple App 
Store and Google Play for 
review.

Step 9
Develop marketing and 
communications plan for 
staff and community 
members. 
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https://www.notion.so/plusscommunities/Establish-fortnightly-project-control-group-9acc5dd942e44f61b7d4c1bb689c1753?pvs=4
https://plusscommunities.notion.site/Setting-up-your-event-payments-with-Stripe-Connect-f5af9168eb8e438285976a56ddd38735?pvs=4
https://plusscommunities.notion.site/Develop-branding-assets-9daa79c8bc8b4411a2a0becd8b7dd98e
https://plusscommunities.notion.site/Upload-dummy-content-to-Community-Manager-2990ccc87bcc4c018c212f0c761f7bcf
https://plusscommunities.notion.site/Online-training-sessions-b98123d859124fda84c032c7e8933cfe


Onboarding 
Session #4
2-hour training

Community Management 

Step 10
Identify key staff users for  
each community.

Content

Step 11
Determine approval 
processes for content.

Step 12
Prepare community app 
with initial content.

Community Launch

Step 13
Send communication to 
community introducing the 
app and include the 
following:

• Features of the app
• Info + onboarding 

session dates
• Login instructions

Step 14
Run information session/s 
for members. 

Step 15
Upload member details as a 
CSV file and trigger 
welcome emails / SMS.
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Community Launch

Step 16
Run onboarding session/s 
offering one-on-one 
support.

Step 17 
Recruit and train community 
power users in creating 
content and events.
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pluss

https://plusscommunities.notion.site/Determine-content-approval-processes-54996118eef84d4da54b6c55d002697c
https://plusscommunities.notion.site/Build-initial-content-fb598f895e4b43a4971303e64062a045
https://plusscommunities.notion.site/Community-communication-53d5d597c6e94699b6da4bb154cfd1a7
https://plusscommunities.notion.site/Member-information-session-2a2e932d7ad24ffe9389fa52ea0106e1
https://plusscommunities.notion.site/Upload-member-details-51a063cfac664074ab54f4224e305ae8
https://plusscommunities.notion.site/Member-onboarding-session-c2327dbc22934788952e4f425e3beaf8
https://plusscommunities.notion.site/Recruit-community-power-users-a464c235de444792952837f1acf2fad5



